Revised 2/26/14

Grant Preparation — Flow Chart:

Form 1

“Intent to Apply for a Grant”— key elements:

Principal Investigator (Pl) — Faculty, Staff or

Administrator that has the initial interest
in Request for Proposal/Solicitation.

s

Discussion and Approval to Proceed: ) Discussion and Approval to Proceed:
e Division Dean/Center Director ¢ Vice President of Instruction (VPI)
o Office of Planning, Research & Or
Institutional Effectiveness, as needed * Vice President of Student Services (VPSS)

/s

Principal Investigator, with initial Dean Approval

Completes the “Intent to Apply” form and provides
original signed document to Grants Project Director
for Routing to Leadership.

Concurrently PI:

COMPLETE WITHIN 1 WEEK OF ANNOUCEMENT

1. Verify grant solicitation aligns with College’s
Strategic Direction/Planning Goals; Mission,
Vision and Values

2. Identify Lead Fiscal Agent and Partners, if any

3. Solicitation Information, Funder/Grantor,
name/title, number, term, Proposal/
Application Due Date, proposal/application

1. Assembles grant writing team & readers.

2. Seeks industry and partner support, and identify
who will provide Letters of Support or Letters of
Commitment/Match, as required by solicitation.

3. Develops initial working/proposal budget.

4. Reviews with Dean and receives Business Office
budget approval.

5. Prepares Form 2, “Grant Submission Cover Sheet”

submission requirements

4. Budget Information: Indirect Rate, Match
Required, IRB (institutional review board), if
required

5. Signatures of Skyline Leadership on form —
after Pl and Dean, Grants Project Director will
Route for Review, Approval, signatures.

6. Final, complete document maintained by
Business Office, Grants Project Director.
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: and submits to Business Office, Grants Project
| Director, 1 week prior to Due Date.
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6. Pland/or Grants Project Director forward
complete Application/Proposal, especially Grant
Budget, Match, Indirect, and Budget Summary/
Justification to District Office Grants Analyst for
Approval, 1 week prior to Due Date.

7. Plrequests team read/review and edit of
proposal/ application narrative and forms.

8. Pl completes final edits, re-reviews and submits,
according to RFA/RFP instructions. Plan to submit
1 day ahead of due date.

Helpful Hints:

Prepare as much of narrative ahead of time, and use boilerplate/template language that is previously
approved;

Verify college is “Registered” with appropriate Funder, and/or obtain proper application and permissions;
Alert District of when executive signature will be needed,;

Skyline Mission: To empower and transform a global community of learners.
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